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This process is used by the Agency Central Time
Management role to process approved employee’s
donations and withdrawals (awards) from/to an
Agency Catastrophic Leave Bank.

An employee will submit a formal request to donate
leave to the Catastrophic Leave Pool or apply for an
award (withdrawal) of Catastrophic Leave hours.
Both requests must be approved before it is
processed in AASIS.
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There are five activities used to establish the
catastrophic leave transactions between the employee
and the catastrophic leave pool: (1) Designate the
catastrophic leave pool that the employee may donate
hours to or receive hours from; (2) Process approved
employee donation to the pool; (3) Process approved
employee request for hours from the pool; (4) Process
transfer of annual and/or sick leave that was accrued
while on catastrophic leave, from employee leave
account to the catastrophic leave pool; and (5)
Process transfer of unused catastrophic leave back to
catastrophic leave pool
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EXERCISE SCENARIO

An employee has submitted a approved
request to donate 40 hours of annual leave
to the Catastrophic Leave Pool. Process the
donation in AASIS.

AASIS Support Center, Diane Hill
09/16/04 Revised to V3
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Catastrophic Leave (Infotype 0696)
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1. Follow menu path or type
PA61 in the command field;
press enter

AASIS Support Center, Diane Hill
09/16/04, Revised to V3

The menu path is: Human Resources > Time
Management > Administration > Time Data >
Maintain.
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g

AASIS Support Center, Diane Hill 6-6
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Always verify the employee’s name before you
process any master data changes.
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AASIS Support Center, Diane Hill
09/16/04, Revised to V3

[Ldlx]

(0]

6-7

By entering the end date of 12/31/9999, you will
only have to establish relationship to the approved
catastrophic leave pool once.

Infotype 0696 is Absence Pools used to establish
the employee’s relationship to the catastrophic
leave pool.

Note: This infotype must be created before
processing any leave donations and/or leave
withdrawals to/from the Catastrophic Leave
Pool.

HRAPAY — 09/16/04
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AASIS Support Center, Diane Hill
09/16/04, Revised to V3

6-8

Note: The original relationship is assigned to
the home pool. When donating or awarding
leave and additional hours are needed than
what the home pool has, the employee can be
assigned to a foreign pool within their Agency.

A foreign pool will be defined as anything
outside of the employee’s subarea. (For
example, an employee in NEL1 subarea, the
home pool will be N1 and the foreign pool
could be O1).

It is the Agency'’s responsibility to insure that
there are sufficient hours in all leave pools.
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AASIS Support Center, Diane Hill
09/16/04, Revised to V3
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The home pool will be identified based upon
the employee’s personnel subarea assigned on
Infotype 0001 (Organizational Assignment)

For example: An employee with the subarea
of: NEL1 - the Agency’s leave pool ends with
N1;

NEL3 - the Agency’s leave pool ends with N3

OAL1, OBL1, OCL1 - the Agency'’s leave pool
ends with O1

OAL3, OBL3, OCL3 - the Agency’s leave pool
ends with O3

HRAPAY — 09/16/04
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Create Absence Pools
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Department of Workforce Ed 01 H
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Black River Tech 01

Ozarka Tech 01

Department of Hurman Services 01
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Dept of Farks and Tourism O1

AASIS Support Center, Diane Hill
09/16/04, Revised to V3

Choose the appropriate pool within your Agency.

Remember the home pool will be displayed
based upon the employee’s personnel subarea
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Catastrophic Leave (Infotype 0696) |
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AASIS Support Center, Diane Hill
09/16/04, Revised to V3
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You will receive a message stating, “Record
created”. You have established a pool relationship
where the employee can donate hours to and be
awarded hours from. You may establish other
relationships if desired. An employee may only
have one (1) home pool establishment and up to
three (3) foreign pool establishments. To establish
other relationships, repeats steps 5 — 10.

If the employee transfers to another Business
area in AASIS, his/her Catastrophic Leave Pool
relationship must end and a new relationship
created at the new Agency.
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Donate to Catastrophic Leave Bank
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AASIS Support Center, Diane Hill 6-14

09/16/04, Revised to V3

Use these steps to process the actual donation of
hours to the catastrophic leave pool. If the
establishment has not occurred in AASIS first,
you will receive an error message.

The date in the From and To field must be the
same.
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Infotype 0613 is Absence Donation/Withdraw US.
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Donate to Catastrophic Leave Bank
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0001 Donation - will be used when employee
desires to donate annual or sick leave; transfer
unused catastrophic leave back to pool; transfer
accrued annual and/or sick leave back to leave
pool.

This action will reduce employees quota upon
saving. A 0416 (Time Quota Compensation)
infotype will also be created. This will not
result in a payout to the employee.
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Ext. Person
Ahsence Quota Type

Sick Leave
Haoliday Leave
Employee Bithday

16. Click the drop-down
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[]Amount Related

AASIS Support Center, Diane Hill
09/16/04, Revised to V3
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The employee is only allowed to donate annual or

sick leave to the catastrophic leave pool.
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+ 18. Click to
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AASIS Support Center, Diane Hill
09/16/04, Revised to V3
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Note: The Home Pool will default based upon
the pool selected in establishing the

relationship.
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AASIS Support Center, Diane Hill 6-22
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. . . y
Remember this action will reduce the employee’s
quota upon saving. It will also produce a Infotype
0416 (Time Quota Compensation) record for
tracking purposes only.
HRAPAY — 09/16/04
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The “Do not account” box will be checked upon

default indicating the hours listed will not be
compensated.

HRAPAY - 09/16/04
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EXERCISE SCENARIO

An employee has been approved by the
Catastrophic leave committee an award of
200 leave hours. Process the withdrawal in
AASIS

AASIS Support Center, Diane Hill 6-25
09/16/04, Revised to V3
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AASIS Support Center, Diane Hill 6-26
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The menu path is: Human Resources > Time
Management > Administration > Time Data >
Maintain.
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AASIS Support Center, Diane Hill 6-27
09/16/04, Revised to V3
. ’
Always verify the employee’s name before you
process any master data changes.
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AASIS Support Center, Diane Hill
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By entering the end date of 12/31/9999, you will
only have to establish relationship to the approved
catastrophic leave pool once. If the employee
has an existing home pool establishment
within your Agency, skip to step 11.

Infotype 0696 is Absence Pools used to establish
the employee’s relationship to the catastrophic
leave pool.

Note: This infotype must be created before
processing any leave donations and/or leave
withdrawals to/from the Catastrophic Leave
Pool.
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AASIS Support Center, Diane Hill 6-29
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Note: The original relationship is assigned to
the home pool. When donating or awarding
leave and additional hours are needed than
what the home pool has, the employee can be
assigned to a foreign pool within their
Business area.

A foreign pool is defined as anything outside
of the employee’s subarea. (For example, an
employee in NEL1 subarea, the home pool will
be N1 and the foreign pool could be O1).

It is the Agency'’s responsibility to insure that
there are sufficient hours in all leave pools.
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Catastrophic Leave (Infotype 0696)

Time data Edit Goto Esxtras  UHilities Settings  Systern Help

& 2l @@ SR ahon BEE @D
Maintain Time Data
O T @ | =2 List entry | wieek G2 Month | @B vear

Fegsonnel no. 156
1= Albert Sbshure
7. Click to create brs area FaD4 DFA

[Le]lr]

st Center 383272 DFA
Working times | Weekly calendanaddtl data | Time gquotas | Time managem... ||, [<|*][Z]

| linfatype text [E.J|_| [Period
|_|Absences ]| | ® Feriod
| latendances Fr.  08/082/84 To  12/31/9999
|_|Time Events () Today L Gurraeek
|_|Over‘[ime a1 ) Gurrent manth
|_|5'-'b5“t““°”5 0 From curr.date 0 Lastweek
|_|Ava||ab|l|t5r () To current date rLastmonth
| [Titne Transfer Specifications @ G e O eurent Year
|_|Employes Remuneration info =] =
L [=]

Direct selection

Infotype Absence Pools 5Ty H @me Fool |:

g
AASIS Support Center, Diane Hill 6-30

09/16/04, Revised to V3

The home pool will be identified based upon
the employee’s personnel subarea assigned on
Infotype 0001 (Organizational Assignment)

For example: An employee with the subarea
of:

NEL1 - the Agency’s leave pool ends with N1;
NEL3 - the Agency’s leave pool ends with N3

OAL1, OBL1, OCL1 - the Agency’s leave pool
ends with O1

OAL3, OBL3, OCL3 - the Agency’s leave pool
ends with O3
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Catastrophic Leave (Infotype 0696)

RN 5 RIS I i 0 <3 I g Pz N7 B
Create Absence Pools

_DSFBZ."2BB4 1243179999

8. Click the drop
Mortfwest Tech Inst M ‘ down and choose the

Riverside ¥o-Tech M1 =
Department of Workforce Ed M1 appr0prlate pOOI

Dept of Finance and Admin k1

Department of Health M1

Black River Tech M1

Ozarka Tech M1

Department of Hurman Services M1
AR Dept of Economic Development M1
Employrnent Sercurity Division M1

AASIS Support Center, Diane Hill 6-31
09/16/04, Revised to V3
Choose the appropriate pool within your Agency.
Remember the home pool will be displayed
based upon the employee’s personnel subarea
HRAPAY - 09/16/04
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Catastrophic Leave (Infotype 0696)

. niReoee CHE annn DNE QF

eate Absence Poois

A o 10. Click to
9. Click to save

| validate
EE subgroup  UE

FPool ID

AASIS Support Center, Diane Hill
09/16/04, Revised to V3

6-32
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Catastrophic Leave (Infotype 0696)

Time data  Edit

Goto

Extras

Utilities

a0 H I @@@® B EHE BDon EE @D

Settings

System

Help

HRAPAY — Agency Payroll

Maintain Time Data

Oz T 3 | 2 List entry | wicek B2 Month BB vear

Personnel no. f156 @
Marme Albert thshure
EE group 1  Regular State .. Pers.area FaD4 DFA
EE subgroup UE  Ermployee Cost Center 383272 DFA
Working times | Wieekly calendaraddt! data | Time quatas | Time managern... ||, (<[> |5

| Tinfotype text E.. Feriod
|_|Absences @ Period

|Aﬂendances Fr. [03/02/2004 To 12431/9999

|Time Events () Today ) Currweek

|overtime [SFAN 0 Current month

' |substitutions

Q

ILl]

(_)From curr.date ) Lastweek
|sailanility ) To current date ) Last month
|TimeTransferSpeciﬂcations O Currperiod @ TR e
|Emp|0vee Remuneration Info Choose
Direct selectian
Infotype Absence Pools 5Ty H Home Paoal |:
|& Record created 2

AASIS Support Center, Diane Hill
09/16/04, Revised to V3

6-33

You will receive a message stating, “Record
created”. You have established a pool relationship
where the employee can donate hours to and be
awarded hours from. You may establish other
relationships if desired. An employee may only
have one (1) home pool establishment and up to
three (3) foreign pool establishments. To establish
other relationships, repeats steps 5 — 10.

If the employee transfers to another Business
area in AASIS, his/her Catastrophic Leave Pool
relationship must end and a new relationship
created at the new Agency.

HRAPAY — 09/16/04
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Demonstration

Award Catastrophic Leave
(PAG1)

AASIS Support Center, Diane Hill
04/26/06, Revised

Before creating infotype 0613 (Absence
Donation/Withdraw US) to award hours from the
catastrophic leave pool, verify that there is an

eX|st|ng Catastrophic Leave quota (08) in Transaction
PT50 (Quota overview) using the Expand pushbutton
with a validity date of 12/31/9999.

If no quota exists for Catastrophic Leave (08), you must
create it in Transaction PA61 (Maintain Time Data) on
Infotype 2006 (Absence Quotas) before creating Infotype
0613 (Absence Donation/Withdraw US) and before using
the CATL absence type in CATS.

Note: Infotype 2006 creates the quota with a zero
balance and Infotype 0613 increases the quota balance.

6-34
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Award Catastrophic Leave

Goto  Exras  Utilities

a0 H I @@@ B EHE BDon EE @D

Maintain Time Dala
Ol |0 | T | 2 List entry | wieek @2 Month @R Year

Settings

Time data  Edit

Systerm  Help w

Personnel no. f156 @
Marme Albert thshure

EE group 1  Regular State .. Pers.area FLo4 DFA
EE subgroup UE  Ermployee Cost Center 38

11. Enter desired date in
Working times | Weekly calendaraddt! data | Time gu the From and TO fields

— N
|Infotype text [E.J[_J| [Feriod
|#bsences ﬂ @ Period

[2]

[~]

|Time Events

|O\rer1ime

|gubstitutions

| wrailability

|Time Transfer Specifications

() Taday CCurrweek
811 () Current maonth
(_)From curr.date ) Lastweek
(_)To current date () Last month

(2 Curr.period O Current Year

_|Aﬂendances Fr. [03/02/2004 To 03/02/2004
. Choose

|Emp|0vee Remuneratian Infa

Direct selectian
Infotype Absence Pools 5Ty H Home Paoal

ILl]

ras

N

Use these steps to process the actual withdrawal
of hours from the catastrophic leave pool. If the
establishment has not occurred in AASIS first,
you will receive an error message.

The date in the From and To field must be the
same.

HRAPAY — 09/16/04
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Award Catastrophic Leave

S - i - g ez G

Maintain Time Data
@ | Listentr\,r| | Week| Month ||@ Year|

_ﬂ]bert Ahshure
II -F.“.D4
. . e e
Warking times 1 . [ =
Infotype text [E]l || [Period
|_|absences @ Period
| |Attendances Fr. [8/02/2004 To 08/02/2004
| [Time Events O Taday ) Currweek
| |Qvertime a1 ) Gurrent month
|_|Substitutions ) From curr.date ) Last week
Auvailah . ke ) Last month
“rimet| 12. Enter 0613 in the
- . ) Current Year
_Emeioy Infotype field; press enter .. |
- I T
Direct selection v
Infotype 06139 [s)sT¥ H  Home Pool
AASIS Support Center, Diane Hill 6-36
09/16/04, Revised to V3

Infotype 0613 is Absence Donation/Withdraw US.

HRAPAY - 09/16/04
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Award Catastrophic Leave

| 000 3qH e LHE DDhoan DR @@
Maintain Time Data

| Listentry| | @ Week“@ hanth | Yearl

_P.]ber‘t Ahshure

Working times

| [infatype text [E||_]| [Period

|_|mbsences @ Period

| |Aftendances Fr. A8/02/2004 To 08/02/2004

_Time Events O Today O Currweek

| |Overtime A1 ) current month
Substitutions = At Lectine ple

| Phvailability 13. Click the anth
Titne Transfer Specifications

- H tear
Employee Rermuneration Info drop'down icon

L = 1

Direct selection v

Infotype Absence Donationfwithdraw (. 5Ty @

AASIS Support Center, Diane Hill
09/16/04, Revised to V3

6-37
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Time data Edit Goto Extras  Milities  Settings  Systern Help
& B HICEea  CEB EDanIEE @
Maintain Time Data

Subtypes for infotype "Absence Donationfithdraw (LIS)" (23 2 Entries Found
Restrictions | —

Pers— = =
Naml o |3 [0 |08 | &8l 2 | D B
EE g S5Typ Mame |

~ (0001 | Donation 14. Click the appropriate sub-type

0002 Yithdrawl € pprop yp
anE

i
|k
|_|f 4
LI
LIe
|Ie
W
L
M :
i
B

I |:
|_ 2 Entries Found _4 d g
AASIS Support Center, Diane Hill 6-38

09/16/04, Revised to V3

0002 Withdrawal — will be used to award
catastrophic leave to employee.

This action will not be made available to the
employee’s quota balance until the next
successful time evaluation run occurs and it
will create a 2013 (Quota Correction) record for
tracking purposes.
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Award Catastrophic Leave

g| 510 ©ee CHE DonD BE

8| Maintain Time Data

15. Click
to create

ninrking times

[Infotype text |E..

_Absences
_Aﬁendances
Time Events
_Ovenime
Suhstitutions
Availability
:Time Transfer Specifications
L Employee Remuneration Info

(10 ] I [ |

Period
@ Period
Fr. 0a/02/2004 To 0E#02/2004
) Taday O Currweek
[FN () current maonth
() From curr.date (O Lastweek
() To current date () Last month
0 Guarrperiod o Current Year

Direct selection
Infotype

Absence Donationfithdraw (.

&Ty 0002 [@indraw

AASIS Support Center, Diane Hill

09/16/04, Revised to V3
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Award Catastrophic Leave

| 220 390 @@ LHE DDA DR @M
Create Absence Donation/Withdraw (US)

_DS."B2."ZDD4

Absence Donationidithdrawe (LIS)

Abs.gquota type |
Annual Leave
Sick Leave
Compensatory Time
compensatory Time {1.5)
Holiday Leave
hilitary Leave
Emplovee Birthday
Faoreign Pool ID Catastrophic Leave &
Disaster Service Leave
Family Medical Leave

16. Click drop- down icon
and select Catastrophic
leave

Mumberiunit

@ Home Pool
Home Pool ID

) Fareign Pool

AASIS Support Center, Diane Hill 6-40
09/16/04, Revised to V3

Choose catastrophic leave absence quota type
when awarding leave to employee.
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Award Catastrophic Leave

Create Absence Donation/Withdraw (US)

_98."92."2994

Absence DonationMithdraw (LUS) B
Abs.quota type Catastrophic Leave 17. Type deS|red number Of
MNurmbetunit o0p < Cm— hours

® Home Pool
Home Pool ID Dept of Finance and Admin M1 b

) Foreign Pool

Fareign Fool D

AASIS Support Center, Diane Hill 6-41
09/16/04, Revised to V3
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Award Catastrophic Leave

18. Click to
| validate

_ﬂamz.fznm [=)

Absence DonationfWithdraw (LIS
Abs.gquota type Catastrophic Leave
Mumberiunit 200.00 Hours

® fome Pool
Home Poal ID Dept of Finance and Admin M1
(e jgn ool

Fareign Poal 1D

(& Save your entries

AASIS Support Center, Diane Hill 6-42
09/16/04, Revised to V3

Note: The Home Pool will default based upon
the pool selected in establishing the
relationship.
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Award Catastrophic Leave

Extras  Ultilities
ala @ DHE ahoan BEE @ o

Maintain Time Data

0Ol ol [m@) | |2 Listentry | | B2 week BB Month Year

Settings  Systern  Help

Time data Edit Goto

Personnel no. f56 @ %
Mame Llbert thshure —
EE group 1 Regular State .. Pers.area FiB4 DFA

EE subgroup UE Employees Cost Center 383272 DFA

Warking times | Weekly calendarfaddtl data || Time quatas | Time managem... |}, [<|»|'5|

| linfatype text [E.J[_| [Period

|_|Absences @ Period

| |attendances Fr.  08/02/2004 To  08/02/2004

|_|Time Events ) Today ) Currweek

| |overtime 1A O Current manth

|_|Substituti0ns ) From curr.date ) Lastweek

|_|Avai|abi|ity () Ta current date () Last maonth

I_I'El'imelTransgerSpeciﬂ:atiolnrs ﬂ (1 Curr.period (1 Current Year

|:| E Choose

El)r::stcytpseemcmn Ahsence Donationiithdraw .. STy BEOZ2 ythdraw E

ERecord created < //L

AASIS Support Center, Diane Hill 6-43
09/16/04, Revised to V3
A successful time evaluation must be run in order
for the hours to be made available in the
employee’s quota balance.
Once a successful time evaluation is run, the time
personnel can enter CATL absence type in CAT2
to pay the employee.

HRAPAY - 09/16/04
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Award Catastrophic Leave

g 00 2 9H eee LU onan BE @

Display Quota Corrections

| ’E Fersonal work schedule | | | Activity allocation || Cost assignment || External services | |

DEMONSTRATION PURPOSES ONLY

nefoz2s2e04

PersonnelNo 156
EEgowp 1
_HFD1
Start  08/02/2004)
.BB

(=)

Change accrual entitlerment
Quota number

20060680

Hours

® Increase generated entitlement
) Reduce generated entitlerment
) Replace generated entitlerment

Change transfer time
Transfer Qnly transfer quota correction immediately E

AASIS Support Center, Diane Hill 6-44
09/16/04, Revised to V3
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' An AASIS Training Guide - Enterprise

Demonstration

(PAG1)

HRAPAY — Agency Payroll

Transfer Accrued Leave to Catastrophic Pool

6-45
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EXERCISE SCENARIO

An employee has accrued sick and annual
leave while on Catastrophic Leave. Process
PAG61 to transfer the hours back to the
Catastrophic Leave pool.

AASIS Support Center, Diane Hill 6-46
09/16/04, Revised to V3

When an employee is on catastrophic leave, which is

paid status, they will earn annual and sick leave. This
leave will have to be transferred from the employee’s

quota balance to the catastrophic leave pool.
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Transfer Accrued Leave to Catastrophic Pool

glrel o BldHI G0 DHE DDOD BE @
SAF Easy ccess

BE| &

[ Favorites
=7 {3 8AP menu
B Office
I [ Cross-Application Normponen
r3 Logistics
[ [ Accounting
= {3 Human Resources
f) PPMOT - Manager's DAgkt
[ FPersonnel Management
=7 {3 Time Management
> [ Shit Planning
57 ‘3 Administration
t2 PThY - Time Manz
=7 {24 Time Data
f PABT -
T Past - Di
t PATY -
T PARZ -
f2 PTS0-
I» [ Time Evaluation
b [0 work Schedule
> 3 Information Systerr

0 — 0 1D

1. Follow menu path or type
PA61 in the command field;
press enter

AASIS Support Center, Diane Hill 6-47
09/16/04, Revised to V3

The menu path is: Human Resources > Time
Management > Administration > Time Data >
Maintain.
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Transfer Accrued Leave to Catastrophic Pool

Edit

Extras  Utilities

4 | &
Maintain Time Data
O & o @ | 2§ Ustenty | BB week B month B vear

Time data Goto rsterm Help

IDEE oD BEE @m

Cersonnelne. 156 - | 2. Type personnel number; 2]
Marre Alhert Shshure press enter u
EE group 1 Regular State .. Pers.area FLO4 DIFA

EE subgroup UE Ermplovee Cost Center 3gazr2 DFA

Working times || Weekly calendaraddt| data | Time quotas || Time managem... ||| onsE

| [infatype tex el || [Period
| |absences (1| | ®Period
| |attendances Fr. To
|_[Time Events ) Today O Currweek
|_|overtime 1811 O Current month
|_|Substituti0ns ' Fram curr.date I Lastweek
|_|A\rai|abi|it\,r () To current date () Last month
|_[Time Transfer Specifications ) Gl EEEe OlEUrrantear
I_IEmplovee Remuneration Info % Choosa
Direct selectian
Infotype STy [
=
=1
AASIS Support Center, Diane Hill 6-48

09/16/04, Revised to V3

Always verify the employee’s name before you
process any master data changes.
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Transfer Accrued Leave to Catastrophic Pool

Time data  Edit Goto Extras  LHilities Systern  Help
Bld HIGCE & HE Dhon BE @M
Maintain Time Data

Al 20| T | =2 List entry | wisek @2 Month | BB vear

Setlings

Persannel no. 156 %
Marme Albert Abshure —
EE aroup 1 Redular State . Pers.area FLO4 DFA

EE subgroup UE Ermployee Cost Center 383

3. Enter desired date in
Working times  |; \Weekly calendaraddt| data | Time gu the From and To flelds

| [Period l/\\

| Ninfotype text [EJ[]
|_|Absences (1| | ®Period
| |Attendances Fr.  89/81/04 To  09/01/04
|_[Time Events ) Today O currweek
I_IOVEfTimE 817 ) current month
E . (I From curr.date ) Lastweek
|_|A 4 Type 0613 In the () To current date () Last month
|_|T Infotype f|e|d LI | ©Currperiod L Current Year
| | Choose
0 / IS
Direct selection 4 5. Click the
Infotype 0613 v [#*7] drop-down icon

(][] I

AASIS Support Center, Diane Hill
09/16/04, Revised to V3

6-49

Use these steps to transfer accrued leave hours to
the catastrophic leave pool.

The date in the From and To field must be the
same.

Infotype 0613 is Absence Donation/Withdrawal (US)

HRAPAY — 09/16/04
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Transfer Accrued Leave to Catastrophic Pool

Time data  Edit Goto Extras  Uilities Systern  Help

afd B IC@@ IBEREID DO IEE @

Settings

Maintain Time Data

Subtypes for infotype "Absence Donationtithdraw (LUSY" (1) 2 Entries Found

I[410»]

s A EEEE

STyp Name |

0001 |Donstin e 6. DOUble-click
0002 Wihdrawl .
appropriate sub-type ODE

]
_ 0 we w1

=2

El

DI

I_ 2 Entries Found

AASIS Support Center, Diane Hill 6-50
09/16/04, Revised to V3

N

0001 Donation - will be used when employee
desires to donate annual or sick leave; transfer
unused catastrophic leave back to pool; transfer
accrued annual and/or sick leave back to leave
pool.

This action will reduce employees quota upon
saving. A 0416 (Time Quota Compensation)
infotype will also be created. This will not
result in a payout to the employee.
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Transfer Accrued Leave to Catastrophic Pool

Maintain Time Data

| List entry | | IF_Q Week ||F_§ Month| B3 vear

| 7. Click to create FADd
L — 383272

Wiarking times

[Infatype text [e]l || [Period

Absences @ Period
:Aﬂendances Fr. o9/01/04  To 09/61/04
|_|Tire Events O Today O Gurrweek
| |Overtirme 811 O Current month
|_|Substitutions ' Fram curr.date ) Lastweek
I P 1 To current date I Lastmonth
_Time Transfer Specifications O Curr petiod ) Current Year
_Employee Remuneration Info E‘ m
L [~]

Direct selection

Infotype Absence Donationfithdraw (.. 5Ty BoG1 @nation

AASIS Support Center, Diane Hill 6-51
09/16/04, Revised to V3
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Transfer Accrued Leave to Catastrophic Pool

EUNESE ' W e e g M R L

_DQ."B1 {2004

Absence Donationfwithdraw (US) 8. Click the drop-down
Abs.guota type - ’
Mumberunit .'l'.,'lI'IIJE|LEE'-.-'E icon and Choose
. Ermmioen Bithday appropriate absence
Home Pool Catastrophic Leave
Home Pool 1D Dept of Finance and Admin M1 qUOta type

) Fareign Poaol
Foreign Pool 1T g
o Employes [ Amount Related
FPersonnel no.
Target Ahs. quota ]
() External Recipient
Ext. Person
Absence Quota Type

AASIS Support Center, Diane Hill
09/16/04, Revised to V3

6-52
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Transfer Accrued Leave to Catastrophic Pool

Create Absence Donation/Withdraw (US)

_BQ."B1 {2004

Absence Daonationiithdraw (LIS)
Abs.guota type

Annual Leave
<

Murmberiunit g <

® Home Pool
Home Pool ID Dept of Finance and Admin M1 b
' Fareign Poal
Foreign Poal ID ]
O Employee [ Amount Related
Fersonnel no.
Target Abs. quota ]
! External Recipient
Ext. Person
Absence Quota Type

AASIS Support Center, Diane Hill
09/16/04, Revised to V3

6-53

These hours would be determined by the number
of hours the employee accrued.

HRAPAY - 09/16/04
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Transfer Accrued Leave to Catastrophic Pool

09/01/2004 )

Absence Daonationiithdraw (LIS)
Abs.guota type
MNumberfunit g.o0 Hours

Annual Leave

® Home Pool
Home Pool ID Dept of Finance and Admin M1 b
' Fareign Poal
Foreign Poal ID ]
O Employee [ Amount Related
Fersonnel no.
Target Abs. quota ]
! External Recipient
Ext. Person
Absence Quota Type

{§ Save your entries

AASIS Support Center, Diane Hill 6-54
09/16/04, Revised to V3
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Transfer Accrued Leave to Catastrophic Pool

g|  ulaH @@ CHE DNOD BE @
Maintain Time Data
@| Listentw||@Week|@ Month“@ Year|

_mbert Abshure
Working times |
[Infatype text [e]| || [Period
Absences @ Period
Aftendances Fr. 09/081/2004 To 09/61/26004
|_|Tire Events O Today O Gurrweek
| |Overtirme 817 O Current month
|_|Substitutions ' Fram curr.date ) Lastweek
I P 0 To current date I Lastmonth
Time Transfer Specifications O Curr petiod ) Current Year
Employvee Remuneration Info E‘ l—:m
L [~]
Direct selection
Infotype Absence Donationfithdraw (.. 5Ty BO81 Donation
I@ Record created
AASIS Support Center, Diane Hill 6-55

09/16/04, Revised to V3

Process steps 7 through 11 to transfer sick leave
quota type if applicable.
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Transfer Accrued Leave to Catastrophic Pool

Z| 0 maH @@ CHE DDaD AR @m
Display Time Quota Compensation

@829 DEMONSTRATION PURPOSES ONLY

{RETEEIE I S—

EEgroup 1

-F.“.B4
_MFB‘I

_BQ.-’B‘I 2004

10/08/2004 DMHILLA2
-1 o

Compensation specifications
Time guota type

g1  Annual Leave dFe Comgensation usinﬁ default
ape
Mo to compensate 5. 08333

I [¥] Do not account I

Compensation rule

Manual compensation

Ahsence gquotas
ATy

Gluota text
S

Entitl. Unit
01annual Leave

96.00000

- ormp.

Hours g.00e0a8a

AASIS Support Center, Diane Hill
09/16/04, Revised to V3

6-56

The “Do not account” box will be checked upon

default indicating the hours listed will not be
compensated.

HRAPAY - 09/16/04
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Transfer Accrued Leave to Catastrophic Pool

SRR B I % W e P R R
Dispiay Time 3

L IS

TRATION PURPOSES ONLY

-F.“.B4

10/08/2004 DMHILLAZ

Compensation specifications
Time guota type bz

S5ick Leave Campensation usinﬁ default
Compensation rule [afaye] Manual compensation
g. 0030

I Do not accaunt

Mo, to compensate

Absence guotas

ATy |Quota text Entitl.

Unit
02|5ick Leave 96.00000 Hours

g.o0oa0a

<]
AASIS Support Center, Diane Hill
09/16/04, Revised to V3
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Demonstration

Transfer Unused Catastrophic Leave to Pool

(PAG1)

6-58
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EXERCISE SCENARIO

The employee was granted 200 hours but
only used 160. The remaining hours must
be transferred back to the Catastrophic
leave pool. Process PA61 to transfer

unused Catastrophic Leave

AASIS Support Center, Diane Hill
09/16/04, Revised to V3
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Unused catastrophic leave should be processed in a

timely manner.
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Transfer Unused CAT Leave to Catastrophic Pool
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1. Follow menu path or type
PA61 in the command field;
press enter
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The menu path is: Human Resources > Time
Management > Administration > Time Data >
Maintain.

HRAPAY - 09/16/04 6-60



An AASIS Training Guide - Enterprise HRAPAY — Agency Payroll

Transfer Unused CAT Leave to Catastrophic Pool
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Always verify the employee’s name before you
process any master data changes.
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Transfer Unused CAT Leave to Catastrophic Pool
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Use these steps to transfer unused catastrophic
leave hours back to the catastrophic leave pool.
The date in the From and To field must be the
same.
Infotype 0613 is Absence Donation/Withdraw (US)
HRAPAY - 09/16/04
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Transfer Unused CAT Leave to Catastrophic Pool

6-63

0001 Donation - will be used when employee
desires to donate annual or sick leave; transfer
unused catastrophic leave back to pool; transfer
accrued annual and/or sick leave back to leave
pool.

This action will reduce employees quota upon
saving. A 0416 (Time Quota Compensation)
infotype will also be created. This will not
result in a payout to the employee.
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Transfer Unused CAT Leave to Catastrophic Pool

Maintain Time Data
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Transfer Unused CAT Leave to Catastrophic Pool
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Create Ahsence Donation/Withdraw {US)

_DQ."B1 f2o04

Absence Donationtithdraw (LIS

Abs guota type

Mumberunit 40 <
@ Home Pool
Home Pool ID Dept of Finance and Admin M1

' Foreign Poal
Foreign Pool 1D

Employas [JAmount Related
FPersonnel no.
Target Abs. quota

) Esternal Recipient

Ext. Person

Absence Quota Type

AASIS Support Center, Diane Hill
09/16/04, Revised to V3

HRAPAY — Agency Payroll

Transfer Unused CAT Leave to Catastrophic Pool

6-66

HRAPAY - 09/16/04

6-66



An AASIS Training Guide - Enterprise HRAPAY — Agency Payroll

Transfer Unused CAT Leave to Catastrophic Pool
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The amounts will transfer back into the
catastrophic leave pool upon saving.
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Transfer Unused CAT Leave to Catastrophic Pool
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Display Time Quota Compensation

B ar

DEMONSTRATION PURPOSES ONLY

EEgroup T Persannelar FADS
[
89701/ 2804 10/@9/2004 DMHILLBZ

-1889

Compensation specifications
Time guota type B8 Catastrophic Leave dEe Cumpensa_tion using default
Compensation rule oo 8 Manual compensatian

Mo, to compensate 4080008

Do not account

Absence guotas

ATy |Quota text Entitl. Linit Comp. . Amount
08[Catastrophic Leave 200.00000 Hours 40. 00000 0.00000
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Remember the hours listed is not a payout when
the “Do not account” box is checked.
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